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Our innovative and growing company is searching for experienced candidates for
the position of programs. Thank you in advance for taking a look at the list of
responsibilities and qualifications. We look forward to reviewing your resume.

Responsibilities for programs

 Assist with preparation and dissemination of program communications and
documents

e Provide administrative and clerical support to program staff

e Coordinate meeting and event logistics, including arranging for food and
refreshments

e Provide logistic support at concerts and events

e Oversee and coordinate all aspects of the Harris Scholarship application
process

 Serve as librarian for the orchestras

e Oversee Piano Certificate Program registration and prepare information
packets

» Prepare concert programs

e Monitor and maintain supplies for the Programs Office

e Perform other duties or special projects as directed by supervisor

Qualifications for programs

e 10 plus years broad finance experience — with a strong exposure to most/all
elements of the core financial operations— accounts payable, close &
reporting, consolidation, payroll, fixed assets

e Demonstrated ability to work well with artists, arts groups, and key
community stakeholders

e A minimum of 2 years experience in traffic coordination or project



e 2+ years of working in clinical research within a pharmaceutical company or
CRO or similar organization
e Scientific or healthcare academic background



